
 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

  

 

Do you need a Building 

Permit? 

Contractor fills out an 

online permit application 

or submits via email 

Contractor fills out a 

paper application at the 

permit counter 

Building Plans are uploaded 

during the online 

application process 

Building Plans are 

submitted in-person at the 

permit counter 

Submitted application is 

reviewed by Planning 

Assistant 

If corrections are 

needed, the online 

system will send 

notification to the 

contractor 

If corrections are 

needed, the permit 

counter will notify the 

contractor 

Contractor submits 

corrections online 

Contractor submits 

corrections in-person 

at permit counter 

If no corrections are required or if 

corrections have been made, 

contractor pays permit fees 

PERMIT IS ISSUED 

NOTE:  Permit issued must be kept on site, at all times.   

Plans/Drawings are 

reviewed and 

Approved/Denied by 

Plan Reviewer 


